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Purchase Order Management 

 

Business Process Description Overview 

 
The JD Edwards EnterpriseOne Procurement system accommodates a diverse range of purchasing activities.     
Procurement is an integral element to your companyôs ability to replenish inventory, acquire materials used in completing 
projects, purchase goods.  Procurement involves order entry through actual payment of the goods that you receive. 
 

The purchasing cycle ensures that the appropriate quantity and quality of equipment, material, supplies are acquired at 
the best price and from the most appropriate source.  
 
Each time you want to purchase goods, you must enter a requisition order.  You enter orders to specify details about the 
goods you would like to purchase, to indicate the supplier from whom you are purchasing, and to specify other pertinent 
information. 
 

An order consists of two parts: 
 
     Header information - General Information that relates to the entire order, such as the supplier and order dates. 
 

Detail information - Line-by-Line details about the items you want to order, such as item numbers, quantities. 
                                  and costs. 

 

After you enter basic (header) information for an order, such as the supplier to fill the order and the branch/plant 
requesting the order, you must provide information about each item that you want to procure on the Order Detail form. For 
each item, you must enter a line of detail that describes: 
 
     The item that you want to procure. 
     The quantity that you want to procure. 
     The cost of the item. 
 

After you add a requisition order, you can modify and print the order requisition. 

 

Function Process or Program 

Enter Requisitions Requisition & Quote Management/Enter Requisitions (Operating Budget) 

Update/Modify Requisitions Requisition & Quote Management/Enter Requisitions (Operating Budget) 

Checking Status of Requisitions Requisition & Quote Management / Requisitions Awaiting Approval 

Review Purchase Orders Purchasing Inquiry /Open Purchase Orders 

Enter Receipts Purchasing Order Processing/Enter Receipts by PO 

Receipts Reversal Receipts Matching & Posting/Open Receipts by Supplier 

Batch Posting Review G/L Receipts Journal ï Work With Batches 

 
 
The Functions listed above represent the complete functionality of your Requisition Order 
Processing.  The corresponding Process or Program is listed to assist you in completing any of 
the business functions within this system.  The following sections of this Purchasing Process 
Script described in detail the steps and information required to complete purchase order 
management.  Since JD Edwards EnterpriseOne is a fully integrated system, Purchase Order 
Management is one component of the Enterprise Resource Planning (ERP) system.  It works in 
conjunction with the following modules:  General Ledger, Accounts Payable and Inventory 
Management.  
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Purchase Order Document and Line Type Summary 

 
The Navajo Nation will process Purchase Requisitions Orders using Order Type (OR). 
 
Order Type (OR) ï Is used to process purchase requisition orders for Direct Charge (J) line items. 
 

 
Line Types help determine how to process items.  The following lists the main line types to be used: 
 
Line Type J ï Non-stock items (direct charge).  An example would be an order for an item not, 
                        supplied by the Office Supply Center. 
 
Line Type T ï For entering text information on the detail line of the order form. 
 
The combination of Order Type and Line Type must be accurate for the purchase requisition to 
process correctly and for the order activity rules to apply. 
 
 

Approval Routes 

Approval routes are assigned orders to ensure that the appropriate personnel authorize 
purchases. 

The persons who must approve orders might differ based on the department in which you work, 
the items you are purchasing, and so forth. You may have multiple approval routes, each of 
which consists of a different group of persons.  
 
Each route must be specific to a particular type of order, such as purchase orders, 
subcontract orders, requisitions (OR), and so forth.  
 
Each approval route is assigned a unique code.  After you enter an order with an assigned 
approval route, the system notifies those persons responsible for approving the order.  
 
The system notifies the first person on the approval route by electronic mail (Work With Work  
Center) that the order requires approval. If the person approves the order, the system either:  
 
¶ Sends a message to the next person responsible for approving the order. 
¶ Updates the order to an approved status (if no other approvals are necessary). 
¶ Sends an approval message to the order originator. 
 

 
Approval Level  

Depending on the cost of the items that you want to purchase, you might need to obtain 
approval for an order from several persons. For each person that you enter on an approval 
route, you must specify the amount that an order must exceed to require that person's approval. 
For example, here are the approvers for approval route A: 

 

 



The Navajo Nation             Oracle 9.2 Tools Release 9.2.4.5 

 

Oracle / PeopleSoft                            - 6 -              Revised 7/01/2021 
Proprietary & Confidential 
 

Approval Amount Responsible Person 

100 Dwight Akin 

1,000 Ray Allen 

5,000 Dominique Abbot 

Using approval route, A (for an example only), if the order total is: 

¶ Less than 100.00, the system automatically approves it. 
¶ 100.00 or more, Dwight Akin must approve it. 
¶ 1,000.00 or more, Dwight Akin and Ray Allen must approve it. 
¶ 5,000.00 or more, all three persons must approve it. 

 
If you change the approval amount for a person, pending approvals are affected. 

If you change the approver on an approval route, pending approvals are affected. 

You can bypass persons on an approval route. For example, using the same example above, 
Dominique Abbot can approve any order before Dwight Akin or Ray Allen and bypass them in 
the approval process.  

¶ For the NN, do not use this bypass option if ORôs are created using External Fund 
accounts (K,C,NC) unless, the contract accountant approver must approve first. 

  
You might want to assign the same approval amount to multiple persons so that if one is not 
available to approve an order, another is available who can. 

¶ Only the first person on the approval route with the lowest address book number will 
receive a message that an order is awaiting approval, although any of the persons can 
approve the order. The same person cannot appear more than once in a table. 

¶ Only the person with the lowest address book number name, will appear on the Order 
Awaiting Approval form in the Responsible field. 

  
The system uses electronic mail messages (Work With Work Center) to notify each applicable 
person on the approval route that an order is awaiting approval. Persons are notified in the 
order that their name appears on the route. 

This diagram illustrates approval processing: 
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Regarding this illustration above, processing option set by OOC Finance: When an OR is 
rejected, it cannot be changed or reapproved.  It must be cancelled by the requisitioner.  

 Approval Delegation 

 
You can transfer approval authority from one person to another. You might do this if a person 
leaves the program, takes an extended vacation or is on travel. 
 
When you transfer approval authority, the system permanently changes the selected approval 
routes on which the person currently exists. 
 
You cannot transfer authority from one person on a route to another person already on the 
route. 
 
When you transfer authority from one person on a route to a person who has just been added to 
the route, the system redirects pending approvals to the new individual. 
 
The approval route must be manually changed once the original approver returns. 
 
 
Via Menus Distribution / Logistics  Procurement  Daily Processing  Order Gen / Approve / Release  

Approval Delegation 

 

 
 

 

Function Processes 

Approval 
Delegation 

1.    From the Order Gen/Approve Release menu select Approval 
       Delegation.   
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Function Processes 

Approval 
Delegation 

2.  At the Work With Approval Delegation form, use the form to delegate 
     approval authority.  Enter the approver address book number in the 
     Approver field. 
 
3.  Click the Find button. 
 
Note: If the address book number is unknown, use the visual assist 
button to search.   

 
 

 
 
 

Function Processes 

Approval 
Delegation 

Review all approval routes to which the person from whom you are 
transferring authority is currently assigned then, select a route for 
which to delegate authority. 

4.  Select the Approval Route Code to delegate from the grid. 
 
5.  Click the Select button.     
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Function Processes 

Approval 
Delegation 

At the Approval Delegation form, select a person you are delegating 
approval authority to.   

¶ Approver must be 6B certified to approve/reject orders.   
 

6.  Enter the address book number in the Delegate To field. 
 
7.  Click the OK button to confirm.   

 

Funds Availability 
 

 
 

You MUST review funds availability before entering a requisition. 

¶ If your OR is determined to have insufficient funds, it will not be processed. 

¶ If your OR is generated into a purchase order (OP) and is determined insufficient funds. 
o The purchase order will be canceled. 
o You will be notified. 

 
Review Funds Availability using forms:  
 

 
 

Operating Budget Comparison (BA) ï Trial Balance/Ledger Comparison. 
 

 
 
Job Cost Ledger Comparison (JA) ï Job Status Inquiry  
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Requisition Orders 

 
The Navajo Nation Programs are utilizing the 6B Procurement online process through JD 
Edwards EnterpriseOne.  You use requisitions to obtain approval for goods/services that you 
want to procure. 
 
Some criteria:  

¶ Do not use a combination of General and External fund business units on an OR. 
o You MUST create separate ORôs. 

 

¶ If you are using different (K) business units. 
o Business units MUST be managed by one contract accountant at NNOOC. 

  

¶ If business units are managed by two contract accountants. 
o You MUST create separate ORôs.  

  
¶ Do Not enter an OR for Blanket Orders (OB).   

 
 
Via Menus FMIS Master Directory Ÿ Distribution / Logistics  Procurement  Daily Processing  Requisition 

& Quote Management  Enter Requisitions  

 

 

 
 
 

Function Processes 

Enter 
Requisitions 

1.    From the Requisition & Quote Management menu select Enter 
       Requisitions.   

 

Enter Requisitions ï Order Header  

 

 
 

Function Processes 

Enter 
Requisitions 

2.  At the Enter Requisitions - Working With Order Headers form, the 
     order type defaults to OR (Order Requisition).     
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Function Processes 

Enter 
Requisitions ï 
Order Header 

3.  Click the Add button to add an order requisition.      
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At the Order Header form:  
 

¶ Do Not enter any other fields other than the fields outlined in the manual.   
 

¶ Do Not enter your address book number in the Buyer field. 
 

¶ Do Not enter a cancel date in the Cancel Date field. 
 
 
Supplier number is used to identify a supplier or vendor in the address book (AB#), you must 
specify the supplier from whom you are requesting the order.  Supplier information determines 
the address to which the order is sent, the payment terms for the order, and so forth.   
 
 

Vendor Address Book number 
 

If you maintain a list of supplier address book numbers, always verify the address book number 
has a valid search type of (V). 
 
The Accounts Payable department maintain, and update address book numbers as needed.  

¶ Limiting duplicate address book numbers for vendors. 

¶ W9 updates submitted by vendors. 
  
If you use an AB number with a search type of óVXô and confirm the OR. 

¶ You are not authorized to change the address book number. 

¶ You must create a new OR using a valid search type. 

¶ Notify Purchasing department, the OR will be cancelled. 
 
If the OR was created and Accounts Payable changes the address book number. 

¶ You must notify the Purchasing department for review and disposition. 
 

New Supplier 
 
If the supplier does not exist in the JDE EnterpriseOne address book: 

¶ Request for a W-9 (Request for Taxpayer Identification Number and Certification) from 
the vendor. 

¶ Submit completed W-9 form to the Accounts Payable department. 
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Enter the suppliers address book number in the Supplier field, if known or select the visual 
assist to search. 
 
 

Verify the Supplier field 
 

 
 
When you select a supplier, verify the vendor name, accounts payable will attach text to use the 
correct address number. In this example you need to use 130661 for Home Depot.      
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Ship To ï Use the field to identify the shipping destination.  If the ship to is different from the 
                 default Branch/Plant constants. 

¶ Address number must be a search type óFô (Facilities). 

¶ If you need to update the óShip Toô address, contact the Accounts Payable 
department. 

 
Branch/Plant ï Business Unit for which you want to track costs. 
 
Order Date ï Will automatically default to current date. 
 
Requested ï Use the current date to define the date.   
 
Promised Delivery ï Use to define the promise delivery shipment date for a purchase order.     
 
 

Function Processes 

Enter 
Requisitions ï 
Order Header 

At the Order Header form. 
 
4.  Click in the Supplier field and enter the supplier address book 
     number, who is to fill the order. (Search type V ï Supplier). 
 

5.  Tab to the Ship To field, enter the ship to address book number to 
     where the goods/service are to be delivered (Search type F - Facility). 
 
6.  Click in the Branch/Plant field and enter the branch/plant that is 
     requesting the order. 
 
7.  Click in the Requested Date field and enter the current date. 
 
8.  Tab to the Promised Delivery field and enter the promise delivery 
     date.     

 

Error Message - Invalid Approval Route Code 

 

If you encounter a red warning when entering Order Header information. 
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Function Processes 

Invalid Approval 
Route Code 

Error message at the Order Header form in the Branch/Plant field. 
 
1.  Click the Cancel button. 

¶ Email scan copy of your Expenditure Authorization Signature 
Form (EASF) that references this Branch/Plant. 

 
Note: To avoid encountering this error message, submit all revised, new  
EASFôs when they become available.   
 
2.  Send to: OOC Finance/Purchasing or email rwilliams@nnooc.org. 
 
3.  Purchasing will update the approval routes and advise you when to 
     proceed.     

 

 

 

mailto:rwilliams@nnooc.org
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Function Processes 

Enter 
Requisitions 

4.  Click the OK button to confirm the Order Header. 

 
 
 

Enter Requisitions ï Order Detail  
 

The order requisition is a direct charge for (non-stock) items. 
 

Do not enter any other fields not outlined in this manual. 

¶ Do Not use the Item Number field to enter vendor item number. 
o This field is reserved for the Office Supply Center only. 

 

¶ Do not enter tax, freight, shipping, setup fees, unit cost with 3 digits after the decimal 
(1.2334) with a Quantity and Unit Cost. 

 

 

Purchasing and Transaction UoM Fields 

 

You will encounter a red error warning Unit of Measure Conversion Unsuccessful when you 
change the unit of measure default setting. 
 

 
 
The Pu UoM or Tu Uom columns default with unit of measure each (EA). 

¶ If you change one to the unit of measure fields. 
o You must verify the (Pu Uom) and (Tu Uom) are identical. 
o If they display different unit of measure, make them identical. 
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Line type J Entries 

 
Line type J when entered in the detail represents a direct charge.  
 

 
 
DO NOT enter a line type J with no quantity, no unit cost, no extended cost and enter an 
account number. 
 
 

Entering Tax, Freight, Shipping, Setup Charges   

 

 
 
 
Order Detail  
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Function Processes 

Enter 
Requisitions ï 
Order Detail 

1.  At the Enter Requisitions ï Order Detail form, click in the Ln Ty field. 
 
2.  Enter J in the Ln Ty (Line Type) field for non-stock. 
 
3.  Tab to the Description 1 field and enter the description of the item you 
      are ordering (Enter the supplierôs item number). 
 
4.  Tab to the Description 2 field if you need additional space for  
      description. 
 
5.  Tab to the Quantity Ordered field and enter the quantity. 
Note: Do not enter quantity for tax, freight, shipping, setup fees, etc. 
 
6.  Tab to the Unit Cost field and enter the unit cost. 
Note: Do not enter unit cost for tax, freight, shipping, setup fees, etc. 
 
7.  Tab to the Account Number field and enter an account number. 
 
Note:  If the account number is not known, click the visual assist.   

¶ Verify the object code you are using equals LD 7. 

¶ Verify the PE (Posting Edit Code) field is óBlankô to allow requisition 
to post. 

¶ Do not use cost distribution. 

¶ Do not enter an Account Number without a Quantity or Unit Cost.  
 
8.  Repeats steps 2 ï 7 until you finish entering all items except, taxes, 
     shipping, freight, setup charges, etc.          

Function Processes 

Enter 
Requisitions ï 
Tax, Shipping, 
Freight, Other 
Charges 

When entering Sales Tax, NN Tax, Shipping, Freight, Setup Fees, etc., 
Do not enter a quantity or unit cost, leave fields blank.  
 
9.  Click in the Ln Ty field and enter a J for non-stock. 
 
10.  Tab to the Description 1 field and enter the description. 
 
11.  Tab to the Extended Cost field and enter the total amount of the 
        charge. 
 
12.  Tab to the Account Number field and enter the account number.     
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Entering Unit Cost with 3rd Digit Cents   

¶  Scenario:  You enter an OR that reflects the quote, your supplier ships multiple 
shipments, then the receiver is processing a receipt, they will have a difficult 
time, rounding numbers to match the purchase order to the invoice. Alleviates 
rounding numbers for the receiver to process the receipt.   

 

 
 

 Processes 

Enter 
Requisitions ï 
Order Detail 

 

Enter quotes 
with unit cost to 
the 3-5 digits 

To enter unit cost to with 3, 4 etc digits, do not enter a quantity or unit 
cost, leave fields blank.  
 
Click in the Ln Ty field and enter a J for non-stock. 
 
Tab to the Description 1 field and enter the description. 
 
Tab to the Description 2 field and enter additional description. 
(if applicable). 
 
Tab to the Extended Cost field and enter the total amount of the 
charge.  
 
Tab to the Account Number field and enter the account number. 

 

 
 
Explanation for line number 1, using the Line Attachments option, see page 22 to enter a text.  
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Entering Quotes With Discounts  

 
Suppliers sometimes provide discounts on goods, the system can handle discounts.  
 
If the supplier quotes you discounts, you will need to enter the discount as negative amount(s) 
in the detail revision. 
   
When the goods are delivered and when the receipt is processed, it will affect how you receive 
and voucher the discounts.  
 

¶ How will the invoice be presented? 

¶ Will it show the item price at full price and a line item for the amount of the discount 
percentage (15% or other percentages)? 

¶ Will it show each item at the discounted price? 
 
In the example below, the supplier quoted regular price however, applied a full 15% discount on 
the total amount. 
 
 
 

 
In the example above, the supplier quoted regular price however, applied a full 15% discount on 
the total amount. 
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Your entry would look like this for the overall discount order, saves a lot of time for your 

Receiver to process the reciept. 
 
 

Function Processes 

Enter 
Requisitions ï 
Order Detail 

 

Enter discounts 

To enter a discount, enter all items at full price.  Add a line number for the 
discount amount a negative amount. 
 
Click in the Ln Ty field and enter a J for non-stock. 
 
Tab to the Description 1 field and enter the description. 
 
Tab to the Extended Cost field and enter the total amount with a 
negative amount.  
 
Tab to the Account Number field and enter the account number. 

 
 

Discount applied by Line Number in the Order Detail 
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This process may seem time consuming however, it all depends on how the supplier provides 
the quote.   

 
Function Processes 

Enter 
Requisitions ï 
Order Detail 

 

Enter discounts 

Requisition can also be entered by taking the 15% discount per line item, 
as you enter line by line in the unit cost field.  You will have to perform 
manual calculation for each line item. 
 
For example looking at the suppliers quote above: 

¶ Item 400729, 4 Sided Library 

¶ The regular unit price is quoted at $290.99 each.  

¶ Calculation: 290.99 x .15 = 43.65 then, 290.99 ï 43.65 = 247.34 

¶ Enter the discount unit cost 247.34 in the unit cost field. 
 

Click in the Ln Ty field and enter a J for non-stock. 
 
Tab to the Description 1 field and enter the description. 
 
Tab to the Quantity field and enter the quantity. 
 
Tab to the Unit Cost field and enter the calculated discount amount.  
 
Tab to the Account Number field and enter the account number. 

 
 
 

Line Type T ï Text Line  
 
Do not use the T line type to enter additional description of an item you are ordering, use the 
Line Attachments option.  

 
 

Line Type T is reserved for point of contact (POC) and to reference the suppliers quote number.  
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Function Processes 

Enter 
Requisitions ï 
Order Detail 

 

 
13.  To enter a text line, click in the Ln Ty field and enter a óTô for text.  
 
14.  Tab to the Description 1 field, enter text information.   

¶ Enter Point of Contact Information 

¶ Enter Suppliers Quote Number for reference. 
 
Leave the following fields Blank: Quantity Ordered, Unit Cost, Extended 
Cost, and the Account Number. 

 
 

Text Line Attachment - Order Detail  

 

Use the Line Attachment option to specify additional product information for a specific line. You 
may want to use this option when the limited space in the Description 1 and Description 2 fields 
are used. 
 
Information such as warranties, specifications, instructions, inclusive products of an item, 
specify sizes, colors, or breakdown by quantity of the item, etc.  
 

When additional information is attached to a line number in the grid, the text will print on the 
purchase order beneath the line number selected. 
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Function Processes 

Enter 
Requisitions ï 
Order Detail ï 
Line 
Attachments 

15.  Select the specific line number from the grid to attach additional 
        information. 
 
16.  Click the Row exit. 
 
17.  Select Line Attachments from the row exit.        
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Function Processes 

Enter 
Requisitions ï 
Order Detail ï 
Line 
Attachments 

18.  At Attachment Manager tab, click the Attachment Manager Add 
       button.  
        

 
 

 
 
 

Function Processes 

Enter 
Requisitions ï 
Order Detail ï 
Line 
Attachments 

19.  At Attachments form, click the Text Attachment option. 
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Function Processes 

Enter 
Requisitions ï 
Order Detail ï 
Line 
Attachments 

20. Type in the additional information in the panel pertaining to line 
      number 1. 
 
Note: This is an unlimited space to enter additional information such as 
serial numbers, warranties, inclusive parts, quantity per item, sizes, etc.,   
 
21. (Optional) Click in the óName:ô field, type in a title for your text. 
 
22.  Click the Save button.           

 
 

 
 
 
 

Function Processes 

Enter 
Requisitions ï 
Order Detail ï 
Line 
Attachments 

23.  Click the Close side panel button to exit the Attachment Manager  
       form.  
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Function Processes 

Enter 
Requisitions ï 
Order Detail ï 
Line 
Attachments 

Note: The Attachment is displayed in the Attachment column.  
 
24.  At Enter Requisitions ï Order Detail form, review your entry then, 
       click OK to confirm the order.         

 
 

 
 
 

Function Processes 

Enter 
Requisitions ï 
Order Detail ï 
Line 
Attachments 

25.  At the Enter Requisitions ï Order Header form, record your 
       system generated requisition order number in the Previous Order, 
       field. 
 
Note:  Record your requisition order number on the 6B Check Off List.        
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Field & Description 
 
R/O/A, User Action and Values and Comments, there may be some confusion to what R/O/A 
stands for:  R = Required, O = Optional, A = Automatic  
 

Field Name Description R/O/A User Action and Values Comments 

Ln Ty Line Type.  A code that controls how the system 
processes lines on a transaction.  It controls the 
systems to which the transaction interfaces, 
such as GL, AP, AR, and Inventory 
Management. 

R The Line Type is related to the Item Number.  
Each Item Number is assigned a Line Type that 
controls how it interacts within the system.  The 
most common Line Types are Stock Item (S), 
Non-Stock Item and Direct Charge (J), and Text 
(T). 

When entering a non-
stock or direct charge 
item, be sure that the 
line type is J.  Since 
there is no item 
number, this field 
should be double-
checked. 

Quantity 
Ordered 

The quantity you wish to purchase R Enter the quantity you wish to purchase.  

Tr. UoM The Transaction Unit of Measure (UoM) for the 
item you are purchasing 

R This is a user-defined code that is determined in 
the Item Master, based on the item description 
and unit of measure selected.  This could be 
Each, Box, Crate, or other unit of measure. 

If no entry is made, the 
field defaults to Each. 

Unit Cost The per unit cost of the item you are purchasing R This value would automatically populate if the line 
type were an (S).  The field would tie to the item 
number through the AAI.  For (J) line types, the 
unit cost must be manually entered. 

By manually inputting 
the Unit Cost, the effect 
will be reflected in the 
GL and impact the cost 
of goods in your 
inventory.  

Extended 
Cost 

The total extended cost for that specific line 
item.  The system multiplies the quantity ordered 
by the unit cost to determine the Extended Cost. 

A Automatic calculation  

Pu. UoM Purchasing Unit of Measure A The Unit of Measure that you usually purchase an 
item. 

 

Business Unit A numeric identifier that represents a specific 
business unit, warehouse, or entity within your 
organization 

A This is the Business Unit for which the specific 
item you are purchasing is associated with. 

 

Description 1 A brief description of an item. R This description is entered and maintained in the 
Item Master.  The description automatically 
populates the field and is tied to the item number 
if using an S line type. 

It is necessary to enter 
the Description 1 field 
(and possibly the 
Description 2 field) 
because there is no 
item number. 

Item Number  

(Only 
required for S 
Line Type) 

A number assigned to a specific item.  The Item 
Master maintains and manages all items within 
your inventory. 

Not 
require
d for J 
Line 
Type 

 

Enter the Item Number for the product or service 
you are wishing to generate a Purchase Order 
for.  You can use the visual assist to locate and 
select specific item numbers you are wishing to 
procure. 

An item must be part of 
the Item Master to be 
able to be Procured 
through the system. 

Account 
Number 

Identifies an account in the General Ledger. R This is manually entered.  This field charges the 
specified account.  On J line types, this field does 
not automatically populate. 

 

Last Status A code that specifies that last step in the 
processing cycle that this line has successfully 
completed. 

A Status Codes are governed by Order Activity 
Rules that have been configured for you.  This 
code indicates what stage in the processing cycle 
the line has completed.  By understanding the 
Status Codes, you will be able to determine what 
stage of the Purchase Order process your line 
order is at. 

 

Next Status A code that defines the next step in the 
processing cycle for that line type. 

A This code, like the Last Status code, represents 
the next step in the processing of this transaction.  
After completing the Last Status, the system is 
indicating what the next step is in finishing this 
transaction. 
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Print Requisitions Order 

 

 
Via Menus Distribution / Logistics  Procurement  Daily Processing  Requisition & Quote Management  

 Print Order Requisition (OR) 

 
 

 
 
 

Function Processes 

Print Order 
Requisition 
R55PR14 

1.  Select Print Order Requisition (OR) from the Requisition & Quote 
      Management menu.        

 

 

 
 

 

Function Processes 

Print Order 
Requisition 
R55PR14 

2.  At Version Prompting form, select the Data Selection box. 
 
3.  Click the Submit button.        

 
 

 
 

Function Processes 

Print Order 
Requisition 
R55PR14 

At Data Selection form, data criteria line number 1 & 2 are pre-set. 
 
4.  Click the List button or field on the 3rd line in the Right Operand 
     column.     

 






























































































































































































































































































































































































